WHEREAS, NRS 333.700 authorizes elective officers, heads of departments, boards, commissions or institutions to engage,
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RFP/Contract #2091/16632

CONTRACT FOR SERVICES OF INDEPENDENT CONTRACTOR
A Contract Between the State of Nevada
Acting by and Through Its

Various State Agencies
Monitored By: Department of Administration
Purchasing Division
515 E Musser Street, Suite 300
Carson City, NV 89701
Contact: Annette Morfin, Purchasing Officer
Phone: (775) 684-0185 Fax: (775) 684-0188
Email: amorfin@admin.nv.gov

and

Always On Time LLC
1516 E Tropicana Avenue
P.O. Box 96775
Las Vegas, NV 89193
Contact: Jaime Caris
Phone: (702) 434-8368 ext. 2 Fax: (800) 921-3259
Email: Jaime@AlwaysOnTime.biz

subject to the approval of the Board of Examiners (BOE), services of persons as independent contractors; and

WHEREAS, it is deemed that the service of Contractor is both necessary and in the best interests of the State of Nevada.

NOW, THEREFORE, in consideration of the aforesaid premises, the parties mutually agree as follows:

1.

2. DEFINITIONS.

REQUIRED APPROVAL. This Contract shall not become effective until and unless approved by the Nevada State
Board of Examiners.

A. 7State” — means the State of Nevada and any State agency identified herein, its officers, employees and immune

contractors as defined in NRS 41.0307.

B. “Independent Contractor” — means a person or entity that performs services and/or provides goods for the State

under the terms and conditions set forth in this Contract.

C. “Fiscal Year” — is defined as the period beginning July 1st and ending June 30th of the following year.

D. “Current State Employee” — means a person who is an employee of an agency of the State.

E. “Former State Employee” — means a person who was an employee of any agency of the State at any time within the
preceding 24 months.

3. CONTRACT TERM. This Contract shall be effective as noted below, unless sooner terminated by either party as
specified in Section 10, Contract Termination. Contract is subject to Board of Examiners’ approval (anticipated to be

June 9, 2015).

Effective from:

July 1,2015

To:

June 30, 2019
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4, NOTICE. Unless otherwise specified, termination shall not be effective until 30 calendar days afier a party has served
written notice of termination for default, or notice of termination without cause upon the other party. All notices or
other communications required or permitted to be given under this Contract shall be in writing and shall be deemed to
have been duly given if delivered personally in hand, by telephonic facsimile with simultaneous regular mail, or mailed
certified mail, return receipt requested, posted prepaid on the date posted, and addressed to the other party at the address
specified above.

5. INCORPORATED DOCUMENTS. The parties agree that this Contract, inclusive of the following attachments,
specifically describes the scope of work. This Contract incorporates the following attachments in descending order of
constructive precedence:

ATTACHMENT AA: STATE SOLICITATION OR RFP 2091 and AMENDMENT 1

ATTACHMENT BB: INSURANCE SCHEDULE

ATTACHMENT CC: CONTRACTOR’S RESPONSE

A Contractor’s attachment shall not contradict or supersede any State specifications, terms or conditions without written
evidence of mutual assent to such change appearing in this Contract.

6. CONSIDERATION. The parties agree that Contractor will provide the services specified in Section 5, Incorporated
Documents at a cost as noted below:

Transcript Pricing — Certified and Un-certified:
$2.50 per page

$2.75 Second Day Delivery

$3.00 Next Day Delivery

Total Contract or installments payable at: There is no minimum per transcript.
When the last page contains less than 13 lines, no payment will be made
for that page. There is also no payment made for the Transcriber’s
Certification page. Each regular page of a transcript shall contain 25
typewritten lines.

Total Contract Not to Exceed: $200,000.00

The contractual authority, as identified by the not to exceed amount, does not obligate the State of Nevada to expend
funds or purchase goods or services up to that amount; the purchase amount will be controlled by the individual using
agency’s purchase orders or other authorized means of requisition for services and/or goods as submitted to and
accepted by the contractor.

The State does not agree to reimburse Contractor for expenses unless otherwise specified in the incorporated
attachments. Any intervening end to a biennial appropriation period shall be deemed an automatic renewal (not
changing the overall Contract term) or a termination as the result of legislative appropriation may require.

7. ASSENT. The parties agree that the terms and conditions listed on incorporated attachments of this Contract are also
specifically a part of this Contract and are limited only by their respective order of precedence and any limitations
specified.

8. BILLING SUBMISSION: TIMELINESS. The parties agree that timeliness of billing is of the essence to the
Contract and recognize that the State is on a fiscal year. All billings for dates of service prior to July 1 must be
submitted to the state no later than the first Friday in August of the same calendar year. A billing submitted after the
first Friday in August, which forces the State to process the billing as a stale claim pursuant to NRS 353.097, will
subject the Contractor to an administrative fee not to exceed one hundred dollars ($100.00). The parties hereby agree
this is a reasonable estimate of the additional costs to the state of processing the billing as a stale claim and that this
amount will be deducted from the stale claim payment due to the Contractor.
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9.

10.

INSPECTION & AUDIT.

A. Books and Records. Contractor agrees to keep and maintain under generally accepted accounting principles

(GAAP) full, true and complete records, contracts, books, and documents as are necessary to fully disclose to the
State or United States Government, or their authorized representatives, upon audits or reviews, sufficient
information to determine compliance with all State and federal regulations and statutes.

Inspection & Audit. Contractor agrees that the relevant books, records (written, electronic, computer related or
otherwise), including, without limitation, relevant accounting procedures and practices of Contractor or its
subcontractors, financial statements and supporting documentation, and documentation related to the work product
shall be subject, at any reasonable time, to inspection, examination, review, audit, and copying at any office or
location of Contractor where such records may be found, with or without notice by the State Auditor, the relevant
State agency or its contracted examiners, the department of Administration, Budget Division, the Nevada State
Attorney General’s Office or its Fraud Control Units, the state Legislative Auditor, and with regard to any federal
funding, the relevant federal agency, the Comptroller General, the General Accounting Office, the Office of the
Inspector General, or any of their authorized representatives. All subcontracts shall reflect requirements of this
Section.

Period of Retention. All books, records, reports, and statements relevant to this Contract must be retained a
minimum three (3) years, and for five (5) years if any federal funds are used pursuant to the Contract. The retention
period runs from the date of payment for the relevant goods or services by the state, or from the date of termination
of the Contract, whichever is later. Retention time shall be extended when an audit is schedule or in progress for a
period reasonably necessary to complete an audit and/or to complete any administrative and judicial litigation which
may ensue.

CONTRACT TERMINATION.

A. Termination Without Cause. Any discretionary or vested right of renewal notwithstanding, this Contract may be

terminated upon written notice by mutual consent of both parties, or unilaterally by either party without cause.

State Termination for Non-Appropriation. The continuation of this Contract beyond the current biennium is subject
to and contingent upon sufficient funds being appropriated, budgeted, and otherwise made available by the state
Legislature and/or federal sources. The State may terminate this Contract, and Contractor waives any and all
claims(s) for damages, effective immediately upon receipt of written notice (or any date specified therein) if for any
reason for the contracting Agency’s funding from State and/or federal sources is not appropriated or is withdrawn,
limited, or impaired.

Cause Termination for Default or Breach. A default or breach may be declared with or without termination. This
Contract may be terminated by either party upon written notice of default or breach to the other party as follows:

1) If Contractor fails to provide or satisfactorily perform any of the conditions, work, deliverables, goods, or
services called for by this Contract within the time requirements specified in this Contract or within any granted
extension of those time requirements; or

2) If any State, county, city, or federal license, authorization, waiver, permit, qualification or certification required
by statute, ordinance, law, or regulation to be held by Contractor to provide the goods or services required by
this Contract is for any reason denied, revoked, debarred, excluded, terminated, suspended, lapsed, or not
renewed; or

3) If Contractor becomes insolvent, subject to receivership, or becomes voluntarily or involuntarily subject to the
jurisdiction of the bankruptcy court; or

4) TIf the State materially breaches any material duty under this Contract and any such breach impairs Contractor’s
ability to perform; or

5) Ifitis found by the State that any quid pro quo or gratuities in the form of money, services, entertainment, gifts,
or otherwise were offered or given by Contractor, or any agent or representative of Contractor, to any officer or
employee of the State of Nevada with a view toward securing a contract or securing favorable treatment with
respect to awarding, extending, amending, or making any determination with respect to the performing of such
contract; or
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11.

12.

13.

14.

15.

6) If it is found by the State that Contractor has failed to disclose any material conflict of interest relative to the
performance of this Contract.

D. Time to Correct. Termination upon declared default or breach may be exercised only after service of formal written
notice as specified in Section 4, Notice, and the subsequent failure of the defaulting party within fifieen (15)
calendar days of receipt of that notice to provide evidence, satisfactory to the aggrieved party, showing that the
declared default or breach has been corrected.

E. Winding Up Affairs Upon Termination. In the event of termination of this Contract for any reason, the parties
agree that the provisions of this Section survive termination:

1) The parties shall account for and properly present to each other all claims for fees and expenses and pay those
which are undisputed and otherwise not subject to set off under this Contract. Neither party may withhold
performance of winding up provisions solely based on nonpayment of fees or expenses accrued up to the time
of termination;

2) Contractor shall satisfactorily complete work in progress at the agreed rate (or a pro rata basis if necessary) if
so requested by the Contracting Agency;

3) Contractor shall execute any documents and take any actions necessary to effectuate an assignment of this
Contract if so requested by the Contracting Agency;

4) Contractor shall preserve, protect and promptly deliver into State possession all proprietary information in
accordance with Section 21, State Ownership of Proprietary Information.

REMEDIES. Except as otherwise provided for by law or this Contract, the rights and remedies of the parties shall not
be exclusive and are in addition to any other rights and remedies provided by law or equity, including, without
limitation, actual damages, and to a prevailing party reasonable attorneys’ fees and costs. It is specifically agreed that
reasonable attorneys’ fees shall include without limitation one hundred and twenty-five dollars ($125.00) per hour for
State-employed attorneys. The State may set off consideration against any unpaid obligation of Contractor to any State
agency in accordance with NRS 353C.190. In the event that the Contractor voluntarily or involuntarily becomes subject
to the jurisdiction of the Bankruptcy Court, the State may set off consideration against any unpaid obligation of
Contractor to the State or its agencies, to the extent allowed by bankruptcy law, without regard to whether the
procedures of NRS 353C.190 have been utilized.

LIMITED LIABILITY. The State will not waive and intends to assert available NRS Chapter 41 liability limitations
in all cases. Contract liability of both parties shall not be subject to punitive damages. Liquidated damages shall not
apply unless otherwise specified in the incorporated attachments. Damages for any State breach shall never exceed the
amount of funds appropriated for payment under this Contract, but not yet paid to Contractor, for the fiscal year budget
in existence at the time of the breach. Damages for any Contractor breach shall not exceed one hundred and fifty
percent (150%) of the Contract maximum “not to exceed” value, Contractor’s tort liability shall not be limited.

FORCE MAJEURE. Neither party shall be deemed to be in violation of this Contract if it is prevented from
performing any of its obligations hereunder due to strikes, failure of public transportation, civil or military authority, act
of public enemy, accidents, fires, explosions, or acts of God, including without limitation, earthquakes, floods, winds, or
storms. In such an event the intervening cause must not be through the fault of the party asserting such an excuse, and
the excused party is obligated to promptly perform in accordance with the terms of the Contract after the intervening
cause ceases.

INDEMNIFICATION. To the fullest extent permitted by law Contractor shall indemnify, hold harmless and defend,
not excluding the State’s right to participate, the State from and against all liability, claims, actions, damages, losses, and
expenses, including, without limitation, reasonable attorneys’ fees and costs, arising out of any alleged negligent or
willful acts or omissions of Contractor, its officers, employees and agents.

INDEPENDENT CONTRACTOR. Contractor is associated with the state only for the purposes and to the extent
specified in this Contract, and in respect to performance of the contracted services pursuant to this Contract, Contractor
is and shall be an independent contractor and, subject only to the terms of this Contract, shall have the sole right to
supervise, manage, operate, control, and direct performance of the details incident to its duties under this Contract.
Nothing contained in this Contract shall be deemed or construed to create a partnership or joint venture, to create
relationships of an employer-employee or principal-agent, or to otherwise create any liability for the state whatsoever
with respect to the indebtedness, liabilities, and obligations of Contractor or any other party. Contractor shall be solely
responsible for, and the State shall have no obligation with respect to: (1) withholding of income taxes, FICA or any
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other taxes or fees; (2) industrial insurance coverage; (3) participation in any group insurance plans available to
employees of the state; (4) participation or contributions by either Contractor or the State to the Public Employees
Retirement System; (5) accumulation of vacation leave or sick leave; or (6) unemployment compensation coverage
provided by the State. Contractor shall indemnify and hold State harmless from, and defend State against, any and all
coverage provided by the State. Contractor shall indemnify and hold State harmless from, and defend State against, any
and all losses, damages, claims, costs, penalties, liabilities, and expenses arising or incurred because of, incident to, or
otherwise with respect to any such taxes or fees. Neither Contractor nor its employees, agents, nor representatives shall
be considered employees, agents, or representatives of the State and Contractor shall evaluate the nature of services and
the term of the Contract negotiated in order to determine “independent contractor” status, and shall monitor the work,
relationship throughout the term of the Contract to ensure that the independent contractor relationship remains as such.
To assist in determining the appropriate status (employee or independent contractor), Contractor represents as follows:

CONTRACTOR’S INITIALS

QUESTION YES NO

1. | Does the Contracting Agency have the right to require control of when,
where and how the independent contractor is to work?

2. | Will the Contracting Agency be providing training to the independent
contractor?

3. | Will the Contracting Agency be furnishing the independent contractor
with worker’s space, equipment, tools, supplies or travel expenses?

4. | Are any of the workers who assist the independent contractor in
performance of his/her duties employees of the State of Nevada?

5. | Does the arrangement with the independent contractor contemplate
continuing or recurring work (even if the services are seasonal, part-
time, or of short duration)?

6. | Will the State of Nevada incur an employment liability if the
independent contractor is terminated for failure to perform?

7. | Is the independent contractor restricted from offering his/her services
to the general public while engaged in this work relationship with the
State?

IR

16. INSURANCE SCHEDULE. Unless expressly waived in writing by the State, Contractor, as an independent contractor
and not an employee of the state, must carry policies of insurance and pay all taxes and fees incident hereunto. Policies
shall meet the terms and conditions as specified within this Contract along with the additional limits and provisions as
described in Attachment BB, incorporated hereto by attachment. The State shall have no liability except as specifically
provided in the Contract.

The Contractor shall not commence work before:

1) Contractor has provided the required evidence of insurance to the Contracting Agency of the State, and
2) The State has approved the insurance policies provided by the Contractor.

Prior to approval of the insurance policies by the State shall be a condition precedent to any payment of consideration
under this Contract and the State’s approval of any changes to insurance coverage during the course of performance
shall constitute an ongoing condition subsequent to this Contract. Any failure of the State to timely approve shall not
constitute a waiver of the condition.

A. Insurance Coverage. The Contractor shall, at the Contractor’s sole expense, procure, maintain and keep in force for
the duration of the Contract insurance conforming to the minimum limits as specified in Atfachment BB,
incorporated hereto by attachment. Unless specifically stated herein or otherwise agreed to by the State, the
required insurance shall be in effect prior to the commencement of work by the Contractor and shall continue in
force as appropriate until:

1) Final acceptance by the State of the completion of this Contract; or
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2) Such time as the insurance is no longer required by the State under the terms of this Contract; whichever occurs
later.

Any insurance or self-insurance available to the State shall be in excess of and non-contributing with, any insurance
required from Contractor, Contractor’s insurance policies shall apply on a primary basis. Until such time as the
insurance is no longer required by the State, Contractor shall provide the State with renewal or replacement
evidence of insurance no less than thirty (30) days before the expiration or replacement of the required insurance. If
at any time during the period when insurance is required by the Contract, an insurer or surety shall fail to comply
with the requirements of this Contract, as soon as Contractor has knowledge of any such failure, Contractor shall
immediately notify the State and immediately replace such insurance or bond with an insurer meeting the
requirements.

B. General Requirements.

1) Additional Insured: By endorsement to the general liability insurance policy, the State of Nevada, its officers,
employees and immune contractors as defined in NRS 41.0307 shall be named as additional insureds for all
liability arising from the Contract.

2) Waiver of Subrogation: Each insurance policy shall provide for a waiver of subrogation against the State of
Nevada, its officers, employees and immune contractors as defined in NRS 41.0307 for losses arising from
work/materials/equipment performed or provided by or on behalf of the Contractor.

3) Cross Liability: All required liability policies shall provide cross-liability coverage as would be achieved under
the standard ISO separation of insureds clause.

4) Deductibles and Self-Insured Retentions: Insurance maintained by Contractor shall apply on a first dollar basis
without application of a deductible or self-insured retention unless otherwise specifically agreed to by the State.
Such approval shall not relieve Contractor from the obligation to pay any deductible or self-insured retention.
Any deductible or self-insured retention shall not exceed fifty thousand dollars ($50,000.00) per occurrence,
unless otherwise approved by the Risk Management Division.

5) Policy Cancellation: Except for ten (10) days notice for non-payment of premiums, each insurance policy shall
be endorsed to state that without thirty (30) days prior written notice to the State of Nevada, c/o Contracting
Agency, the policy shall not be canceled, non-renewed or coverage and/or limits reduced or materially altered,
and shall provide that notices required by this Section shall be sent by certified mail to the address shown on
page one (1) of this contract.

6) Approved Insurer: Each insurance policy shall be:
a) Issued by insurance companies authorized to do business in the State of Nevada or eligible surplus lines
insurers acceptable to the State and having agents in Nevada upon whom service of process may be
made; and

b)  Currently rated by A.M. Best as “A-VII” or better.

C. Evidence of Insurance.

Prior to the start of any work, Contractor must provide the following documents to the contracting State agency:

1) Certificate of Insurance: The Acord 25 Certificate of Insurance form or a form substantially similar must be
submitted to the State to evidence the insurance policies and coverages required of Contractor. The certificate
must name the State of Nevada, its officers, employees and immune contractors as defined in NRS 41.0307 as
the certificate holder. The certificate should be signed by a person authorized by the insurer to bind coverage
on its behalf. The State project/Contract number; description and Contract effective dates shall be noted on the
certificate, and upon renewal of the policies listed, Contractor shall furnish the State with replacement
certificates as described within Section 164, Insurance Coverage.

Mail all required insurance documents to the State Contracting Agency identified on Page one of the
Contract.
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17.

18.

19.

20.

21.

22.

23.

24.

2) Additional Insured Endorsement: An Additional Insured Endorsement (CG 20 10 11 85 or CG 20 26 11 85),
signed by an authorized insurance company representative, must be submitted to the State to evidence the
endorsement of the State as an additional insured per Section 16 B, General Requirements.

3) Schedule of Underlying Insurance Policies: If Umbrella or Excess policy is evidenced to comply with
minimum limits, a copy of the underlying Schedule from the Umbrella or Excess insurance policy may be
required.

4) Review and Approval: Documents specified above must be submitted for review and approval by the State
prior to the commencement of work by Contractor. Neither approval by the State nor failure to disapprove the
insurance furnished by Contractor shall relieve Contractor of Contractor’s full responsibility to provide the
insurance required by this Contract. Compliance with the insurance requirements of this Contract shall not
limit the liability of Contractor or its subcontractors, employees or agents to the State or others, and shall be in
additional to and not in lieu of any other remedy available to the State under this Contract or otherwise. The
State reserves the right to request and review a copy of any required insurance policy or endorsement to assure
compliance with these requirements.

COMPLIANCE WITH LEGAL OBLIGATIONS. Contractor shall procure and maintain for the duration of this
Contact any State, county, city or federal license, authorization, waiver, permit qualification or certification required by
statute, ordinance, law, or regulation to be held by Contractor to provide the goods or services required by this Contract.
Contractor will be responsible to pay all taxes, assessments, fees, premiums, permits, and licenses required by law. Real
property and personal property taxes are the responsibility of Contractor in accordance with NRS 361.157 and NRS
361.159. Contractor agrees to be responsible for payment of any such government obligations not paid by its
subcontractors during performance of this Contract. The State may set-off against consideration due any delinquent
government obligation in accordance with NRS 353C.190.

WAIVER OF BREACH. Failure to declare a breach or the actual waiver of any particular breach of the Contract or its
material or nonmaterial terms by either party shall not operate as a waiver by such party of any of its rights or remedies
as to any other breach.

SEVERABILITY. If any provision contained in this Contract is held to be unenforceable by a court of law or equity,
this Contract shall be construed as if such provision did not exist and the non-enforceability of such provision shall not
be held to render any other provision or provisions of this Contract unenforceable.

ASSIGNMENT/DELEGATION. To the extent that any assignment of any right under this Contract changes the duty
of either party, increases the burden or risk involved, impairs the chances of obtaining the performance of this Contract,
attempts to operate as a novation, or includes a waiver or abrogation of any defense to payment by State, such offending
portion of the assignment shall be void, and shall be a breach of this Contract. Contractor shall neither assign, transfer
nor delegate any rights, obligations nor duties under this Contract without the prior written consent of the State.

STATE OWNERSHIP OF PROPRIETARY INFORMATION. Any reports, histories, studies, tests, manuals,
instructions, photographs, negatives, blue prints, plans, maps, data, system designs, computer code (which is intended to
be consideration under the Contract), or any other documents or drawings, prepared or in the course of preparation by
Contractor (or its subcontractors) in performance of its obligations under this Contract shall be the exclusive property of
the State and all such materials shall be delivered into State possession by Contractor upon completion, termination, or
cancellation of this Contract. Contractor shall not use, willingly allow, or cause to have such materials used for any
purpose other than performance of Contractor’s obligations under this Contract without the prior written consent of the
State. Notwithstanding the foregoing, the State shall have no proprietary interest in any materials licensed for use by the
State that are subject to patent, trademark, or copyright protection.

PUBLIC RECORDS. Pursuant to NRS 239.010, information or documents received from Contractor may be open to
public inspection and copying. The State has a legal obligation to disclose such information unless a particular record is
made confidential by law or a common law balancing of interests. Contractor may label specific parts of an individual
document as a “trade secret” or “confidential” in accordance with NRS 333.333, provided that Contractor thereby agrees
to indemnify and defend the State for honoring such a designation. The failure to so label any document that is released
by the State shall constitute a complete waiver of any and all claims for damages caused by any release of the records.

CONFIDENTIALITY. Contractor shall keep confidential all information, in whatever form, produced, prepared,
observed or received by Contractor to the extent that such information is confidential by law or otherwise required by
this Contract.

FEDERAL FUNDING. In the event federal funds are used for payment of all or part of this Contract:
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25.

26.

27,

28.

29.

A. Contractor certifies, by signing this Contract, that neither it nor its principals are presently debarred, suspended,
proposed for debarment, declared ineligible or voluntarily excluded from participation in this transaction by any
federal department or agency. This certification is made pursuant to the regulations implementing Executive Order
12549, Debarment and Suspension, 28 C.F.R. pt 67, Section 67.510, as published as pt. VII of the May 26, 1988,
Federal Register (pp. 19160-19211), and any relevant program-specific regulations. This provision shall be
required of every subcontractor receiving any payment in whole or in part from federal funds.

B. Contractor and its subcontracts shall comply with all terms, conditions, and requirements of the Americans with
Disabilities Act of 1990 (P.L. 101-136), 42 U.S.C. 12101, as amended, and regulations adopted there under
contained in 28 C.F.R. 26.101-36.999, inclusive, and any relevant program-specific regulations.

C. Contractor and it subcontractors shall comply with the requirements of the Civil Rights Act of 1964, as amended,
the Rehabilitation Act of 1973, P.L. 93-112, as amended, and any relevant program-specific regulations, and shall
not discriminate against any employee or offeror for employment because of race, national origin, creed, color, sex,
religion, age, disability or handicap condition (including AIDS and AIDS-related conditions.)

LOBBYING. The parties agree, whether expressly prohibited by federal law, or otherwise, that no funding associated
with this Contract will be used for any purpose associated with or related to lobbying or influencing or attempting to
lobby or influence for any purpose the following:

A. Any federal, State, county or local agency, legislature, commission, council or board;

B. Any federal, State, county or local legislator, commission member, council member, board member, or other elected
official; or

C. Any officer or employee of any federal, State, county or local agency; legislature, commission, council or board.
WARRANTIES.

A. General Warranty. Contractor warrants that all services, deliverables, and/or work products under this Contract
shall be completed in a workmanlike manner consistent with standards in the trade, profession, or industry, shall
conform to or exceed the specifications set forth in the incorporated attachments; and shall be fit for ordinary use, of
good quality, with no material defects.

B. System Compliance. Contractor warrants that any information system application(s) shall not experience
abnormally ending and/or invalid and/or incorrect results from the application(s) in the operating and testing of the
business of the State.

PROPER AUTHORITY. The parties hereto represent and warrant that the person executing this Contract on behalf of
each party has full power and authority to enter into this Contract. Contractor acknowledges that as required by statute
or regulation this Contract is effective only after approval by the State Board of Examiners and only for the period of
time specified in the Contract. Any services performed by Contractor before this Contract is effective or after it ceases
to be effective are performed at the sole risk of Contractor.

NOTIFICATION OF UTILIZATION OF CURRENT OR FORMER STATE EMPLOYEES. Contractor has
disclosed to the State all persons that the Contractor will utilize to perform services under this Contract who are Current
State Employees or Former State Employees. Contractor will not utilize any of its employees who are Current State
Employees or Former State Employees to perform services under this Contract without first notifying the Contracting
Agency of the identity of such persons and the services that each such person will perform, and receiving from the
Contracting Agency approval for the use of such persons.

ASSIGNMENT OF ANTITRUST CLAIMS. Contractor irrevocably assigns to the State any claim for relief or cause
of action which the Contractor now has or which may accrue to the Contractor in the future by reason of any violation of
State of Nevada or federal antitrust laws in connection with any goods or services provided to the Contractor for the
purpose of carrying out the Contractor’s obligations under this Contract, including, at the State’s option, the right to
control any such litigation on such claim for relief or cause of action. Contractor shall require any subcontractors hired
to petform any of Contractor’s obligations under this Contract to irrevocably assign to the State, as third party
beneficiary, any right, title or interest that has accrued or which may accrue in the future by reason of any violation of
State of Nevada or federal antitrust laws in connection with any goods or services provided to the subcontractor for the
purpose of carrying out the subcontractor’s obligations to the Contractor in pursuance of this Contract, including, at the
State’s option, the right to control any such litigation on such claim or relief or cause of action.
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30.

31.

GOVERNING LAW: JURISDICTION. This Contract and the rights and obligations of the parties hereto shall be
governed by, and construed according to, the laws of the State of Nevada, without giving effect to any principle of
conflict-of-law that would require the application of the law of any other jurisdiction. The parties consent to the
exclusive jurisdiction of the First Judicial District Court, Carson City, Nevada for enforcement of this Contract.

ENTIRE CONTRACT AND MODIFICATION. This Contract and its integrated attachment(s) constitute the entire
agreement of the parties and as such are intended to be the complete and exclusive statement of the promises,
representations, negotiations, discussions, and other agreements that may have been made in connection with the subject
matter hereof. Unless an integrated attachment to this Contract specifically displays a mutual intent to amend a
particular part of this Contract, general conflicts in language between any such attachment and this Contract shall be
construed consistent with the terms of this Contract. Unless otherwise expressly authorized by the terms of this
Contract, no modification or amendment to this Contract shall be binding upon the parties unless the same is in writing
and signed by the respective parties hereto and approved by the Office of the Attorney General and the State Board of
Examiners.

IN WITNESS WHEREOF, the parties hereto have caused this Contract to be signed and intend to be legally bound thereby.

Independ@ontractor"s’Signamre

Hez|1s Presidont

ate Independent Contractor’s Title

Y b

Greg Smi

Zﬁ@@aﬁézd
12 (1

Date Administrator, Purchasing Division

APPROVED BY BOARD OF EXAMINERS

Sigﬁatu;a‘— Board of Examiners
s
" [p-T1-(S
Date
Approved as to form by:
Y On: = —
r'// ; %) ),7 B L //’%7 2¢ <€
Deputy Attorngy Geheral for Attorney General ‘ Date
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ATTACHMENT BB

INSURANCE SCHEDULE

INDEMNIFICATION CLAUSE:

Contractor shall indemnify, hold harmless and, not excluding the State's right to participate, defend the
State, its officers, officials, agents, and employees (hereinafter referred to as “Indemnitee”) from and
against all liabilities, claims, actions, damages, losses, and expenses including without limitation
reasonable attorneys’ fees and costs, (hereinafter referred to collectively as “claims”) for bodily injury or
personal injury including death, or loss or damage to tangible or intangible property caused, or alleged to
be caused, in whole or in part, by the negligent or willful acts or omissions of Contractor or any of its
owners, officers, directors, agents, employees or subcontractors. This indemnity includes any claim or
amount arising out of or recovered under the Workers’ Compensation Law or arising out of the failure of
such contractor to conform to any federal, state or local law, statute, ordinance, rule, regulation or court
decree. It is the specific intention of the parties that the Indemnitee shall, in all instances, except for
claims arising solely from the negligent or willful acts or omissions of the Indemnitee, be indemnified by
Contractor from and against any and all claims. It is agreed that Contractor will be responsible for primary
loss investigation, defense and judgment costs where this indemnification is applicable. In consideration
of the award of this contract, the Contractor agrees to waive all rights of subrogation against the State, its
officers, officials, agents and employees for losses arising from the work performed by the Contractor for
the State.

INSURANCE REQUIREMENTS:

Contractor and subcontractors shall procure and maintain until all of their obligations have been
discharged, including any warranty periods under this Contract are satisfied, insurance against claims for
injury to persons or damage to property which may arise from or in connection with the performance of
the work hereunder by the Contractor, his agents, representatives, employees or subcontractors.

The insurance requirements herein are minimum requirements for this Contract and in no way limit the
indemnity covenants contained in this Contract. The State in no way warrants that the minimum limits
contained herein are sufficient to protect the Contractor from liabilities that might arise out of the
performance of the work under this contract by the Contractor, his agents, representatives, employees or
subcontractors and Contractor is free to purchase additional insurance as may be determined necessary.

A.  MINIMUM SCOPE AND LIMITS OF INSURANCE: Contractor shall provide coverage with limits of
liability not less than those stated below. An excess liability policy or umbrella liability policy may be
used to meet the minimum liability requirements provided that the coverage is written on a
“following form” basis.

1. Commercial General Liability — Occurrence Form
Policy shall include bodily injury, property damage and broad form contractual liability coverage.

e General Aggregate $2,000,000
e Products — Completed Operations Aggregate $1,000,000
e Personal and Advertising Injury $1,000,000
e Each Occurrence $1,000,000
a.  The policy shall be endorsed to include the following additional insured language: "The

State of Nevada shall be named as an additional insured with respect to liability arising
out of the activities performed by, or on behalf of the Contractor".

2. Worker's Compensation and Employers' Liability
Workers' Compensation Statutory
Employers' Liability



Each Accident $100,000
Disease — Each Employee $100,000
Disease — Policy Limit $500,000

a.  Policy shall contain a waiver of subrogation against the State of Nevada.

b. This requirement shall not apply when a contractor or subcontractor is exempt under
N.R.S., AND when such contractor or subcontractor executes the appropriate sole
proprietor waiver form.

ADDITIONAL INSURANCE REQUIREMENTS: The policies shall include, or be endorsed to
include, the following provisions:

1. On insurance policies where the State of Nevada is named as an additional insured, the State
of Nevada shall be an additional insured to the full limits of liability purchased by the Contractor
even if those limits of liability are in excess of those required by this Contract.

2. The Contractor's insurance coverage shall be primary insurance and non-contributory with
respect to ail other available sources.

NOTICE OF CANCELLATION: Each insurance policy required by the insurance provisions of this
Contract shall provide the required coverage and shall not be suspended, voided or canceled
except after thirty (30) days prior written notice has been given to the State, except when
cancellation is for non-payment of premium, then ten (10) days prior notice may be given. Such
notice shall be sent directly to Nevada State Purchasing Division, Attention: Annette Morfin,
5§16 E. Musser Street, Suite 300, Carson City, NV 89701 and shall be sent by certified mail,
return receipt requested.

ACCEPTABILITY OF INSURERS: Insurance is to be placed with insurers duly licensed or
authorized to do business in the state of Nevada and with an "A.M. Best” rating of not less than A-
VIl. The State in no way warrants that the above-required minimum insurer rating is sufficient to
protect the Contractor from potential insurer insolvency.

VERIFICATION OF COVERAGE: Contractor shall furnish the State with certificates of insurance
(ACORD form or equivalent approved by the State) as required by this Contract. The certificates
for each insurance policy are to be signed by a person authorized by that insurer to bind coverage
on its behalf.

All certificates and any required endorsements are to be received and approved by the State before
work commences. Each insurance policy required by this Contract must be in effect at or prior to
commencement of work under this Contract and remain in effect for the duration of the project.
Failure to maintain the insurance policies as required by this Contract or to provide evidence of
renewal is a material breach of contract.

All certificates required by this Contract shall be sent directly to Nevada State Purchasing
Division, Attention: Annette Morfin, 516 E. Musser Street, Suite 300, Carson City, NV 89701.
The State project/contract number and project description shall be noted on the certificate of
insurance. The State reserves the right to require complete, certified copies of all insurance
policies required by this Contract at any time. DO NOT SEND CERTIFICATES OF INSURANCE
TO THE STATES RISK MANAGEMENT DIVISION.

SUBCONTRACTORS: Contractors’ certificate(s) shall include all subcontractors as additional
insureds under its policies or Contractor shall furnish to the State separate certificates and
endorsements for each subcontractor. All coverages for subcontractors shall be subject to the
minimum requirements identified above.




G. APPROVAL: Any modification or variation from the insurance requirements in this Contract shall
be made by the Attorney General's Office or the Risk Manager, whose decision shall be final. Such
action will not require a formal Contract amendment, but may be made by administrative action.

IN WITNESS WHEREOF, the parties hereto have caused this Contract to be signed and intend to be legally bound
thereby.

Koy Yezlis _ Precidind

Indeper{dent Contractor's Signature Date Independent’s Contractor's Title

At oSt oot b

Greg Smith Date Administrator, Purchasing Division





For Purchasing Use Only:

RFP/CONTRACT #2091/16632

AMENDMENT #1

TO CONTRACT FOR SERVICES OF INDEPENDENT CONTRACTOR
Between the State of Nevada
Acting by and Through Its

Various State Agencies

Monitored By: Department of Administration
Purchasing Division
515 E Musser Street, Suite 300

Carson City, NV 89701

Contact: Annette Morfin, Purchasing Officer
Phone: (775) 684-0185 Fax: (775) 684-0188
Email: amorfin@admin.nv.gov

and

Always On Time LLC
1516 E Tropicana Avenue
P.O. Box 96775
Las Vegas, NV 89193
Contact: Jaime Caris
Phone:(702) 434-8368 ext. 2 Fax: (800) 921-3259
Email: Jaime@AlwaysOnTime.biz

1. AMENDMENTS. For and in consideration of mutual promises and/or their valuable considerations, all provisions of
the original contract resulting from Request for Proposal #2091 and dated June 9, 2015, attached hereto as Exhibit A,
remain in full force and effect with the exception of the following:

A. The original Scope of Work was for “verbatim” transctiption services. Some using agencies require “summarized

minutes” transcription services. This amendment will add “summarized minutes” transcription services to the
existing contract.

Current Contract Language;

2. CONSIDERATION. The parties agree that Contractor will provide the services specified in Section S, Incorporated
Documents at a cost as noted below:

Transcript Pricing — Certified and Un-certified:
$2.50 per page

$2.75 Second Day Delivery

$3.00 Next Day Delivery

Total Contract or installments payable at: There is no minimum per transcript.
When the last page contains less than 13 lines, no payment will be made
for that page. There is also no payment made for the Transcriber’s
Certification page. Each regular page of a transcript shall contain 25
typewritten lines.
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Amended Contract Language:

3. CONSIDERATION. The parties agree that Contractor will provide the services specified in Section 5, Incorporated

Documents at a cost as noted below:

Total Contract or installments payable at:

Transcript Pricing — Certified and Un-certified:
$2.50 per page

$2.75 Second Day Delivery

$3.00 Next Day Delivery

There is no minimum per transcript.

When the last page contains less than 13 lines, no payment will be made
for that page. There is also no payment made for the Transcriber’s
Certification page. Each regular page of a transcript shall contain 25
typewritten lines,

Summarized Minutes:

In addition to creating the full transcript of the meeting minutes in
accordance with the original contract, summarized minutes may be
required by the using agency, in addition or in lieu of the full
transcript. If the full transcript is not required by the using agency,
but the using agency only requires summarized minutes, Contractor
will provide only summarized minutes, but the Contractor will keep
the full transcript so it will be available to the using agency, if needed
at a later date,

For billing purposes, the Contractor will continue to create and
charge for the full transcript at the original contracted amount, but
will add an additional rate of $40.00 per worked hour to create the
summarized minutes from the full transcript according to the using
agency’s standards.

4. INCORPORATED DOCUMENTS. Exhibit
herein and made a part of this amended contract.

5. REQUIRED APPROVAL. This amendment

A (Original Contract) is attached hereto, incorporated by reference

to the original contract shall not become effective until and unless

approved by the Nevada State Board of Examiners.

Revised: 07/04
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IN WITNESS WHEREOF, the parties hereto have caused this amendment to the original contract to be signed and intend to
be legally bound thereby.

AT Prsisenk

Independe@ntractor’s Signature Date Independent Contractor’s Title

Al Ly shots 00JE Mpligrmemr o g 11

Signature Date Title

Signature Date Title

f : Yy )
ot ~AAoa ’/(‘ (e APPROVED BY BOARD OF EXAMINERS

for James R. Wells

Signature — Board of Examiners

" G305

Date
Approved as to form by:
: , On:
z%//‘/z >7/Z/¢/{ML/ AL i Z <z C/:?d"’k ~d
Deputy Attorngy( Gé(er;ﬂ for Attorney General Date
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Part | A — Technical Proposal

RFP Title: Transcription Services
RFP: 2091
Vendor Name: | Always On Time, LLC
Address: P. 0. Box 96775
Las Vegas, NV 89193
Opening Date: March 17, 2015
Opening Time: 2:00 PM
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VENDOR INFORMATION SHEET FOR RFP 2091
Vendor Must:

A) Provide all requested information in the space provided next to each numbered question. The
information provided in Sections V1 through V6 will be used for development of the contract;

B) Type or print responses; and

C) Include this Vendor Information Sheet in Tab III of the Technical Proposal.

| v1 | Company Name | Abways On Time, LLC J!

[ V2 [ Street Address | P.O. Box 96775 |

[v3 [City, State, ZIP | Las Vegas, NV 89193 ||

Vi Telephone Number

Area Code: 702 | Number: 434-8368 | Extension: 2
V5 Facsimile Number

Area Code: 800 | Number: 921-3259 | Extension:
V6 Toll Free Number

Area Code: 800 | Number: 921-3259 | Extension: 2

Contact Person for Questions / Contract Negotiations,
including address if different than above

Name: Jaime Caris
N Title: President
Address: Same as above

Email Address: Jaime@AlwaysOnTime.biz

Telephone Number for Contact Person
Area Code: 702 | Number: 434-8368 | Extension: 2

V3

Facsimile Number for Contact Person
Area Code: 800 | Number: 921-3259 | Extension:

V9

Name of Individual Authorized to Bind the Organization
Name: Jaime Caris Title: President

V10

Signature (Individual must be legally authorized to bind the vendor per NRS 333.337)
Signature: Date: O [1T|1§

V11
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ALL ELSE REMAINS THE SAME FOR RFP 2091.

Vendor must sign and return this amendment with proposal submitted.

Vendor Name: M Wﬁ\! S In Ti mL/

Authorized Signature: W
Title: P M5! i Date:

03111
L 1 ]
This document must be submitted in the “State
Documents” section/tab of vendors’ technical proposal.
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ATTACHMENT A — CONFIDENTIALITY AND CERTIFICATION OF INDEMNIFICATION

Submitted proposals, which are marked “confidential” in their entirety, or those in which a significant portion of the submitted
proposal is marked “confidential” will not be accepted by the State of Nevada. Pursuant to NRS 333.3 33, only specific parts
of the proposal may be labeled a “trade secret” as defined in NRS 600A.030(5). All proposals are confidential until the
contract is awarded; at which time, both successful and unsuccessful vendors’ technical and cost proposals become public
information.

In accordance with the Submittal Instructions of this RFP, vendors are requested to submit confidential information in separate
binders marked “Part I B Confidential Technical” and “Part III Confidential Financial”.

The State will not be responsible for any information contained within the proposal. Should vendors not comply with the
labeling and packing requirements, proposals will be released as submitted. In the event a governing board acts as the final
authority, there may be public discussion regarding the submitted proposals that will be in an open meeting format, the
proposals will remain confidential.

By signing below, I understand it is my responsibility as the vendor to act in protection of the labeled information and agree to
defend and indemnify the State of Nevada for honoring such designation. I duly realize failure to so act will constitute a
complete waiver and all submitted information will become public information; additionally, failure to label any information
that is released by the State shall constitute a complete waiver of any and all claims for damages caused by the release of the
information.

This proposal contains Confidential Information, Trade Secrets and/or Proprietary information as defined in Section 2
“ACRONYMS/DEFINITIONS.”

Please initial the appropriate response in the boxes below and provide the justification for confidential status.

Part I B — Confidential Technical Information
YES NO X

Justification for Confidential Status

A Public Records CD has been included for the Technical and Cost Proposal

YES NO (See note below) X

Note: By marking “NO?7 for Public Record CD included, you are authorizing the State to use the “Master CD” for
Public Records requests.

Part ITII — Confidential Financial Information
YES NO X
Justification for Confidential Status

Always 0h Thme

Company Name

Signature

JAM Cats 03]11!15’

Print Name Date X

This document must be submitted in Tab IV of vendor’s technical proposal
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ATTACHMENT C - VENDOR CERTIFICATIONS

Vendor agrees and will comply with the following:

ey

@
(3)

4

®)

(6)

(7)

(®)
®

Any and all prices that may be charged under the terms of the contract do not and will not violate any existing federal, State
or municipal laws or regulations concerning discrimination and/or price fixing. The vendor agrees to indemnify, exonerate
and hold the State harmless from liability for any such violation now and throughout the term of the contract,

All proposed capabilities can be demonstrated by the vendor.

The price(s) and amount of this proposal have been arrived at independently and without consultation, communication,
agreement or disclosure with or to any other contractor, vendor or potential vendor.

All proposal terms, including prices, will remain in effect for a minimum of 180 days after the proposal due date. In the case
of the awarded vendor, all proposal terms, including prices, will remain in effect throughout the contract negotiation process.

No attempt has been made at any time to induce any firm or person to refrain from proposing or to submit a proposal higher
than this proposal, or to submit any intentionally high or noncompetitive proposal. All proposals must be made in good faith
and without collusion.

All conditions and provisions of this RFP are deemed to be accepted by the vendor and incorporated by reference in the
proposal, except such conditions and provisions that the vendor expressly excludes in the proposal. Any exclusion must be
in writing and included in the proposal at the time of submission.

Each vendor must disclose any existing or potential conflict of interest relative to the performance of the contractual services
resulting from this RFP. Any such relationship that might be perceived or represented as a conflict should be disclosed. By
submitting a proposal in response to this RFP, vendors affirm that they have not given, nor intend to give at any time
hereafter, any economic opportunity, future employment, gift, loan, gratuity, special discount, trip, favor, or service to a
public servant or any employee or representative of same, in connection with this procurement. Any attempt to intentionally
or unintentionally conceal or obfuscate a conflict of interest will automatically result in the disqualification of a vendor’s
proposal. An award will not be made where a conflict of interest exists. The State will determine whether a conflict of
interest exists and whether it may reflect negatively on the State’s selection of a vendor. The State reserves the right to
disqualify any vendor on the grounds of actual or apparent conflict of interest.

All employees assigned to the project are authorized to work in this country.
The company has a written equal opportunity policy that does not discriminate in employment practices with regard to race,

color, national origin, physical condition, creed, religion, age, sex, marital status, sexual orientation, developmental disability
or handicap.

(10) The company has a written policy regarding compliance for maintaining a drug-free workplace.

(11)Vendor understands and acknowledges that the representations within their proposal are material and important, and will be

relied on by the State in evaluation of the proposal. Any vendor misrepresentations shall be treated as fraudulent
concealment from the State of the true facts relating to the proposal.

(12) Vendor must certify that any and all subcontractors comply with Sections 7, 8, 9, and 10, above.

(13) The proposal must be signed by the individual(s) legally authorized to bind the vendor per NRS 333.337.

Mwms on T,

Vendor Company Name

Vendor Signat .
P TAWL, CIRS 031115
Print Name D

ate

This document must be submitted in Tab IV of vendor’s technical proposal

Transcription Services RFP 2091 Page 43 of 52





ATTACHMENT B — TECHNICAL PROPOSAL CERTIFICATION OF COMPLIANCE
WITH TERMS AND CONDITIONS OF RFP

I have read, understand and agree to comply with all the terms and conditions specified in this Request for
Proposal.

YES X I agree to comply with the terms and conditions specified in this RFP.

NO I do not agree to comply with the terms and conditions specified in this RFP.

If the exception and/or assumption require a change in the terms in any section of the RFP, the contract,
or any incorporated documents, vendors must provide the specific language that is being proposed in the
tables below. If vendors do not specify in detail any exceptions and/or assumptions at time of proposal
submission, the State will not consider any additional exceptions and/or assumptions during negotiations.

Mways on Time

Company Name M

Signature U
JAin-e Caers 03/i1§
Print Name ' Date
Vendors MUST use the following format. Attach additional sheets if necessary.
EXCEPTION SUMMARY FORM
RFP EXCEPTION
EXCEPTION # %ﬁ?h{ PAGE NUMBER (Complete detail rfagar(!ing exceptions must be
identified)
ASSUMPTION SUMMARY FORM
ASSUMPTION
ASSUMPTION # RF;)USI\F/:[?}'E?N PA GE%FUPMBER (Complete detail regardi.ng assumptions must
be identified)

This document must be submitted in Tab V of vendor’s technical proposal
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Scope of Work

Always On Time would be performing the Transcription Services for the requesting Department
when required. The projected turnaround time for files will be 14 business days from receipt of file
unless otherwise specified at the time of the order.

Although we are located in Las Vegas, Nevada where the majority of hearings will take
place, it is noted that we do not have to attend the hearings. For ease in transfer of files,
we utilize a free web based, completely secure file transfer application in a private drop box
dedicated to Always On Time’s files. The files are automatically deleted after 7 days from
the site, however, Always On Time deletes the files upon successful download. The
company that we partner with on this is TransferBigFiles.com. We have been using them
for over 7 years now with complete success. We have never experienced a breach of
security or any significant downtime to their site. In addition, should there be downtime, we
have a back-up web transfer site, HighTail, formerly YouSendlt that we can utilize as well.

Once we received the audio file, we would transcribe the file in accordance with the Formats for
Transcripts, provided by the State in the proposal. Once the transcript is completed, we would
transfer all relevant material to requesting party through email or other requested method by the
Department.

We can accept and convert: wav, mp3, wma, mp2, m4a, ogg, avi, mid, flac, mov, amr, aac,
mpga, dct, au, aif/aiff, raw, dvf, vox, cda, gsm, sri, shn, msv, wmv — and more! We can
also accept and convert most video files as well. If in the event that the file was in another
format, Always On Time is fully fitted with the proper software and equipment to get the file
in a format that we can transcribe the file properly. All of this at no additional charge.

Again, all files are transcribed and then proofread for quality assurance purposes. In the
quality check portion of the file, we listen to the file from start to finish and correct any
misheard portions, spelling or grammatical errors and try to properly make out any
inaudible portions. If any areas are inaudible and are not able to be heard or deciphered,
we will mark each inaudible spot with [unintelligible] and a time stamp for editing purposes.

We adhere to strict accuracy policies and strive for near perfect rates. Our goal is perfect accuracy
all of the time, but typically fall in the 98-99% accurate range on all of our transcriptions. This goal
of 98% accuracy happens in 100% of all of our transcripts. All of the transcriptions are reviewed
for accuracy adherence.

Our confidentiality policy is: Everything is confidential, period. We allow no release of information
regarding or retained in audio files transcribed. In the ten years that we have been operating, we
have never had a security breach, internal breach of information, confidentiality breaches or
information leaked.
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Work Flow

Hearing is conducted by

The recorded version of

Department. interview is then sent through

email
Always On Time receives emalil

v

or Always On Time’s secure

online file transfer service. Once

notification of specifics needed link is received via email,
from requesting party at Always On Time visits secure site
department. to retrieve audio files.

Always On Time download files from secure site and uploads them into
transcription software to transcribe file.

File is transcribed verbatim.

v

all

File is proofed for accuracy
and clearing any inaudible
portions and/or making sure

verbiage is accurate in the
transcription.

Electronic transcript is sent to
requesting party within 14
calendar days, unless otherwise
specified by Department.
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VENDOR INFORMATION:

Question Response
Company name: Always On Time, LLC
Ownership (sole proprietor, partnership, etc.): | LLC
State of incorporation: Nevada
Date of incorporation: 2008
# of years in business: 13
List of top officers: Jaime Caris
Location of company headquarters: Las Vegas, NV
Location(s) of the company offices: Las Vegas, NV
Location(s) of the office that will provide the | Las Vegas, NV
services described in this RFP:
Number of employees locally with the 3
expertise to support the requirements
identified in this RFP:
Number of employees nationally with the 15
expertise to support the requirements in this
RFP:
Location(s) from which employees will be Las Vegas, NV
assigned for this project:
Question Response
Nevada Business License NV20081637627

Number:

Legal Entity Name:

Always On Time, LLC

Is “Legal Entity Name” the same name as vendor is doing business as?

Yes

X No

If “No”, provide explanation.

Has the vendor ever been engaged under contract by any State of Nevada agency?

Yes

No X
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If “Yes”, complete the following table for each State agency for whom

the work was performed. Table can be duplicated for each contract

being identified.

Question Response

Name of State agency:
State agency contact name:
Dates when services were
performed:
Type of duties performed:
Total dollar value of the
contract:

Are you now or have you been within the last two (2) years an employee of the State of Nevada,
or any of its agencies, departments, or divisions?

Yes No X

If “Yes”, please explain when the employee is planning to render
services, while on annual leave, compensatory time, or on their own
time?

If you employ (a) any person who is a current employee of an agency of
the State of Nevada, or (b) any person who has been an employee of an
agency of the State of Nevada within the past two (2) years, and if such
person will be performing or producing the services which you will be
contracted to provide under this contract, you must disclose the identity
of each such person in your response to this RFP, and specify the
services that each person will be expected to perform.

Disclosure of any significant prior or ongoing contract failures, contract breaches, civil or
criminal litigation in which the vendor has been alleged to be liable or held liable in a matter
involving a contract with the State of Nevada or any other governmental entity. Any pending
claim or litigation occurring within the past six (6) years which may adversely affect the
vendor’s ability to perform or fulfill its obligations if a contract is awarded as a result of this RFP
must also be disclosed.

Does any of the above apply to your company?

Yes No X

If “Yes”, please provide the following information. Table can be
duplicated for each issue being identified.
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Question Response

Date of alleged contract
failure or breach:

Parties involved:

Description of the contract
failure, contract breach, or
litigation, including the
products or services involved:

Amount in controversy:

Resolution or current status of
the dispute:

If the matter has resulted in a Court Case Number

court case:

Status of the litigation:

Vendors must review the insurance requirements specified in Attachment E, Insurance
Schedule for RFP 2091. Does your organization currently have or will your organization be
able to provide the insurance requirements as specified in Attachment E.

Yes X No

Any exceptions and/or assumptions to the insurance requirements must
be identified on Attachment B, Technical Proposal Certification of
Compliance with Terms and Conditions of RFP. Exceptions and/or
assumptions will be taken into consideration as part of the evaluation
process; however, vendors must be specific. If vendors do not specify
any exceptions and/or assumptions at time of proposal submission, the
State will not consider any additional exceptions and/or assumptions
during negotiations.

Upon contract award, the successful vendor must provide the Certificate

of Insurance identifying the coverages as specified in Attachment E,
Insurance Schedule for RFP 2091.
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COMPANY BACKGROUND

Company background/history and why vendor is qualified to provide the services described in
this RFP. Limit response to no more than five (5) pages.

Brief History

Since 2002, Always On Time has been performing Virtual Assistance and Transcription
services to government entities, small businesses, professionals, entrepreneurs, educators
and students and individuals. We are a firm that helps our clients operate better (and more
effectively).

We’re certified by the state of Nevada as a DBE in Virtual Business Support, and serve clients
around the globe. We handle tasks others want to outsource - either because they have too
much work, because they don’t have the proper expertise, or because they don’t want to pay
full-time people to perform sporadic (and inconsistent) tasks.

Always On Time takes care of most any administrative or operational project in addition to legal
and general transcription projects. That includes a variety of different support services under
the administrative realm like data entry, word processing, bookkeeping, desktop publishing,
etc. We construct (and complete) spreadsheets; handle billing and invoicing; construct and
complete a direct mail campaigns; get business cards or brochures printed (in addition to
various other printing mediums); even handle ad placement or reference checks and conduct
interviews for human resources purposes.

Our true expertise, however, lies in transcription. We transcribe a variety of digital media files
including audio and video from a variety of different sources. Whether it be for law
enforcement, educators or students looking to finish dissertations or professionals conducting
one-on-one interviews to focus groups; we transcribe it. We are able to accept a wealth of file
types and have easy and quick ways to upload files. We offer expedited turnaround times for
all files and strive to beat all file deadlines. We are Always On Time®.
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Length of time vendor has been providing services described in this RFP to the public and/or
private sector. Please provide a brief description.

Jaime Caris, President of Always On Time will be your key contact throughout the term of this
contract. She has been operating Always On Time since 2002 and has almost 20 years of
administrative experience. She has over 10 years of transcription experience. Current clients
include: State of Maryland, Department of Mental Health and Hygiene, Department of
Developmental Disabilities, Charleston Police Department in South Carolina and was recently
accepted as one of two transcription firms allowed to work with the Office of the Criminal
Justice Service out of Maricopa County, Arizona. In addition to law enforcement agencies,
Always On Time’s services are used by private detectives and other investigators in personal
insurance claims, fire insurance claims and motor vehicle claims. Because of the work
completed for them and others, Ms. Caris is a perfect fit for the State of Nevada.

Always On Time has Lead Transcriptionists that will be assigned to transcribe files in addition
to Jaime Caris as the main transcriptionist for your contract and throughout the term. They will
work as additional support to ensure all deadlines are met with the utmost accuracy. The Lead
Transcriptionists have additional transcriptionists assigned to them as well.

Carol Chope, Lead Transcriptionist for Always On Time has over 40 years of legal transcription
and paralegal type work in her background. She has worked for Always On Time for a number

of years and has always produced exceptionally quality work. Her background allows her to be
a lead in the law enforcement and legal arena for Always On Time. She has worked for various
law firms and private attorneys in addition to having a Paralegal Certificate from Penn State.

Elaine Hughes, Lead Transcriptionist for Always On Time has over 20 years of transcription
experience, both in general and legal transcription. For several years her work consisted solely of
Federal and State government contracts for unemployment compensation, social security and
immigration hearings. She has been fingerprinted and has Federal Security clearance.

Always On Time Organization Chart
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SUBCONTRACTOR INFORMATION

Does this proposal include the use of subcontractors?

Yes

No

Always On Time, Proposal for RFP #2091, Transcription Service
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BUSINESS REFERENCES

Vendors should provide a maximum of five (5) business references from similar projects
performed for private, state and/or large local government clients within the last three (3) years.

Vendors must provide the following information for every business reference provided by the

vendor and/or subcontractor:

The “Company Name” must be the name of the proposing vendor or the
vendor’s proposed subcontractor.

Reference #:

Company Name: | Always On Time

Identify role company will have for this RFP project
(Check appropriate role below):

X VENDOR

SUBCONTRACTOR

Project Name:

Primary Contact Information

Name: Kim Casey, Mohave County
Street Address: P.0. Box 7000

City, State, Zip: Kingman, AZ 86402

Phone, including area code: 928-453-0738 x 4309
Facsimile, including area code: 928-753-0721

Email address:

Kim.casey@co.mohave.az.us

Proje

ct Information

Brief description of the
project/contract and description of
services performed, including
technical environment (i.e., software
applications, data communications,
etc.) if applicable:

Mohave County Office of Criminal Justice
Services has awarded a contract to Always
On Time to provide transcription services for
various departments and county contractors
throughout Mohave County. This can include
but is not limited to various interviews,
witness testimony, court hearings, informal
hearings and other recordings based on the
specific needs of the department.

Original Project/Contract Start Date: 2011
Original Project/Contract End Date: Ongoing
Original Project/Contract Value: Open
Final Project/Contract Date: Ongoing

Was project/contract completed in
time originally allotted, and if not,
why not?

Contract is ongoing and open.

Was project/contract completed within
or under the original budget/ cost

Contract is ongoing and open and has always
been in line with budget and/or cost

proposal, and if not, why not?

proposal.

Always On Time, Proposal for RFP #2091, Transcription Service
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Reference #:

Company Name: | Always On Time

Identify role company will have for this RFP project
(Check appropriate role below):

X VENDOR

SUBCONTRACTOR

Project Name:

Primary Contact Information

Name:

Lt. Anita Craven, City of Charleston

Street Address:

180 Lockwood Boulevard

City, State, Zip:

Charleston, SC 29403

Phone, including area code:

843-965-4148

Facsimile, including area code:

Email address:

cravena@charleston-sc.gov

Project Information

Brief description of the project/contract
and description of services performed,
including technical environment (i.e.,
software applications, data
communications, etc.) if applicable:

Charleston Police Department, Professional
Standards Office has contracted with Always
On Time since 2010. We transcribe interviews
for their department that consist of Officer
testimony and witness or victim testimony
and statements. We have also transcribed
internal hearings after the investigations were
complete. The transcription is done in Word
document formatted specific to the needs of
the Department. Typically they get all
submitted files within 24 hours of submittal,
however we do not have a specified
turnaround time established. We have a
standing purchase order with the department
and bill monthly for all work completed under
that purchase order number. All delivery of
their files is done through email to their
requesting party and they use our free secure
online file transfer service to deliver files to
Always On Time.

Original Project/Contract Start Date: 2010
Original Project/Contract End Date: Ongoing
Original Project/Contract Value: Open
Final Project/Contract Date: Ongoing

Was project/contract completed in time
originally allotted, and if not, why not?

Contract is ongoing and open.

Was project/contract completed within or
under the original budget/ cost proposal,
and if not, why not?

Contract is ongoing and open and has always
been in line with budget and/or cost proposal.

Always On Time, Proposal for RFP #2091, Transcription Service
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Reference #:

Company Name: | Always On Time

Identify role company w

ill have for this RFP project

(Check appropriate role below):

X VENDOR

SUBCONTRACTOR

Project Name:

Primary Contact Information
Name: Michele Ferges, State of Maryland
Street Address: 201 W. Preston Street

City, State, Zip:

Baltimore, MD 21201

Phone, including area code:

877-463-3464

Facsimile, including area code:

Email address:

mferges@dhmh.state.md.us

Project Information

Brief description of the project/contract
and description of services performed,
including technical environment (i.e.,
software applications, data
communications, etc.) if applicable:

State of Maryland, Department of Mental
Health and Hygiene awarded a contract to
Always On Time to provide transcription
services for the Developmental
Disabilities Administration. Typically we
are transcribing Informal Hearings
conducted for people appealing the
denials received by the DDA. This project
can also include but is not limited to
various witness testimony, other types of
hearings, and other recordings based on
the specific needs of the department.

Original Project/Contract Start Date: 2011
Original Project/Contract End Date: Ongoing
Original Project/Contract Value: Open
Final Project/Contract Date: Ongoing

Was project/contract completed in time
originally allotted, and if not, why not?

Contract is ongoing and open.

Was project/contract completed within or
under the original budget/ cost proposal,
and if not, why not?

Contract is ongoing and open and has
always been in line with budget and/or
cost proposal.

Always On Time, Proposal for RFP #2091, Transcription Service
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PROPOSED STAFF RESUME FOR RFP 2091

A resume must be completed for all proposed prime contractor staff and proposed subcontractor staff.

Company Name Submitting Proposal: Always On Time

Check the appropriate box as to whether the proposed individual is
prime contractor staff or subcontractor staff.

Contractor: X | Subcontractor:

The following information requested pertains to the individual being proposed for this project.

) . . Key Personnel:
Name: Jaime Caris (Yes/No) Yes
Individual’s Title: President
# of Years in Classification: 13 # of Years with Firm: 13

BRIEF SUMMARY OF PROFESSIONAL EXPERIENCE
Information should include a brief summary of the proposed individual’'s professional experience.

Jaime Caris, started Always On Time in 2002 and has 20 years of administrative experience. She
has over 10 years of transcription experience

RELEVANT EXPERIENCE
Information required should include: timeframe, company name, company location, position title held during
the term of the contract/project and details of contract/project.

EDUCATION
Information required should include: institution name, city, state,
degree and/or Achievement and date completed/received.

CERTIFICATIONS
Information required should include: type of certification and date completed/received.

REFERENCES
A minimum of three (3) references are required, including name, title, organization, phone number, fax number
and email address.

Revised: 09-25-13 Resume Form Page 1 of 1






PROPOSED STAFF RESUME FOR RFP 2091

A resume must be completed for all proposed prime contractor staff and proposed subcontractor staff.

Company Name Submitting Proposal: Always On Time

Check the appropriate box as to whether the proposed individual is
prime contractor staff or subcontractor staff.

Contractor: X | Subcontractor:

The following information requested pertains to the individual being proposed for this project.

. Key Personnel:
Name: Carol Chope (Yes/No) Yes
Individual’s Title: Lead Transcriptionist
# of Years in Classification: 4 # of Years with Firm: 6

BRIEF SUMMARY OF PROFESSIONAL EXPERIENCE
Information should include a brief summary of the proposed individual’'s professional experience.

Carol Chope, Lead Transcriptionist for Always On Time has over 40 years of legal transcription
and paralegal type work in her background. She has worked for Always On Time for a number
of years and has always produced exceptionally quality work. Her background allows her to be
a lead in the law enforcement and legal arena for Always On Time. She has worked for various
law firms and private attorneys in addition to having a Paralegal Certificate from Penn State.

RELEVANT EXPERIENCE
Information required should include: timeframe, company name, company location, position title held during
the term of the contract/project and details of contract/project.

EDUCATION
Information required should include: institution name, city, state,
degree and/or Achievement and date completed/received.

Paralegal Certificate from Penn State

CERTIFICATIONS
Information required should include: type of certification and date completed/received.

Paralegal Certificate from Penn State

REFERENCES
A minimum of three (3) references are required, including name, title, organization, phone number, fax number
and email address.

Revised: 09-25-13 Resume Form Page 1 of 1






PROPOSED STAFF RESUME FOR RFP 2091

A resume must be completed for all proposed prime contractor staff and proposed subcontractor staff.

Company Name Submitting Proposal: Always On Time

Check the appropriate box as to whether the proposed individual is
prime contractor staff or subcontractor staff.

Contractor: X | Subcontractor:

The following information requested pertains to the individual being proposed for this project.

. . Key Personnel:
Name: Elaine Hughes (Yes/No) Yes
Individual’s Title: Lead Transcriptionist
# of Years in Classification: 2 # of Years with Firm: 5

BRIEF SUMMARY OF PROFESSIONAL EXPERIENCE
Information should include a brief summary of the proposed individual’'s professional experience.

Elaine Hughes, Lead Transcriptionist for Always On Time has over 20 years of transcription
experience, both in general and legal transcription. For several years her work consisted solely of
Federal and State government contracts for unemployment compensation, social security and
immigration hearings. She has been fingerprinted and has Federal Security clearance.

RELEVANT EXPERIENCE
Information required should include: timeframe, company name, company location, position title held during
the term of the contract/project and details of contract/project.

EDUCATION
Information required should include: institution name, city, state,
degree and/or Achievement and date completed/received.

CERTIFICATIONS
Information required should include: type of certification and date completed/received.

REFERENCES
A minimum of three (3) references are required, including name, title, organization, phone number, fax number
and email address.

Revised: 09-25-13 Resume Form Page 1 of 1
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Part Il — Cost Proposal

RFP Title: Transcription Services

RFP: 2091

Vendor Name: | Always On Time, LLC

Address: P. O. Box 96775
Las Vegas, NV 89193

Opening Date: March 17, 2015

Opening Time: 2:00 PM






ATTACHMENT H - COST SCHEDULE

Proposing Vendor: Always On Time, LLC

Geographical Areas:

v' | Entire State

Northern: Reno/Sparks/Carson City

Southern: Clark County

000

Rural Nevada: Please list specific areas:

NOTE: Pricing should be charged per the page. When the last page contains less
than 13 lines, no payment will be made for that page. There will also be
no payment made for the Transcriber’s Certification page. Each regular
page of a transcript shall contain 25 typewritten lines.

Transcript Pricing - Certified

Per Page/Line Rate $2.50
Second Day Delivery $2.75
Next Day Delivery $3.00

Minimum per Transcript (if applicable) N/A

Transcript Pricing —Un-certified

Per Page/Line Rate $2.50
Second Day Delivery $2.75
Next Day Delivery $3.00

Minimum per Transcript (if applicable) N/A





ATTACHMENT I - COST PROPOSAL CERTIFICATION OF COMPLIANCE
WITH TERMS AND CONDITIONS OF RFP

I have read, understand and agree to comply with a/l the terms and conditions specified in this Request for
Proposal.

YES X I agree to comply with the terms and conditions specified in this RFP.

NO I do not agree to comply with the terms and conditions specified in this RFP.

If the exception and/or assumption require a change in the terms in any section of the RFP, the contract,
or any incorporated documents, vendors must provide the specific language that is being proposed in the
tables below. If vendors do not specify in detail any exceptions and/or assumptions at time of proposal
submission, the State will not consider any additional exceptions and/or assumptions during negotiations.
Note: Only cost exceptions and/or assumptions should be identified on this attachment. Do not restate
the technical exceptions and/or assumptions on this attachment.

Aways on Tinl

Company Name

Signature Q
FJaine Caas 0211

Print Name Date

Vendors MUST use the following format. Attach additional sheets if necessary.

EXCEPTION SUMMARY FORM

EXCEPTION
EXCEPTION # RF;’%EEN S GE‘;FUI;WBER (Complete detail regarding exceptions must be
identified)
ASSUMPTION SUMMARY FORM
ASSUMPTION # nE LN (Complete deta?lSSUNfi[:TION ti t
NUMBER | PAGE NUMBER P TELHECITE INPHINpHONS TuS
be identified)

This document must be submitted in Tab III of vendor’s cost proposal.
This form MUST NOT be included in the technical proposal.

Transcription Services REP 2091 Page 49 of 52
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CETS#16632

RFP#2091

AMENDMENT # 2

TO CONTRACT FOR SERVICES OF INDEPENDENT CONTRACTOR

Between the State of Nevada
Acting By and Through Its

Various State Agencies

Agency Name: Monitored By: Department of Administration
Purchasing Division
Address: 515 E Musser Street, Suite 300

City, State, Zip Code:

Carson City, NV 89701

Contact: Annette Morfin, Purchasing Officer

Phone: 775-684-0185

Fax: 775-684-0188

Email: amorfin@admin.nv.gov

Contractor Name: Always On Time LLC

Address: 1516 E Tropicana Avenue — P.O. Box 96775

City, State, Zip Code:

Las Vegas, NV 89193

Contact: Jaime Caris
Phone: 702-434-8368 ext. 2
Fax: 800-921-3259
Email: Jaime@AlwaysOnTime.Biz
1. AMENDMENTS. For and in consideration of mutual promises and/or their valuable considerations, all provisions of

the original contract resulting from Request for Proposal #2091 and dated 06-09-2015, attached hereto as Exhibit A,
remain in full force and effect with the exception of the following:

A. Extend the contract termination date by one (1) year with a new effective to date of June 30, 2020.

Current Contract Language:

[ Effective From: | July 1, 2015 [ To: [ June 30,2019 H
Amended Contract Language:
[ Effective From: [ July 1, 2015 [ To: [ June 30, 2020 |

2. INCORPORATED DOCUMENTS. Exhibit A (Original Contract) is attached hereto, incorporated by reference herein
and made a part of this amended contract.

3. REQUIRED APPROVAL. This amendment to the original contract shall not become effective until and unless
approved by the Nevada State Board of Examiners.

Revised: 07/04 Page 1 of 2





CETS#16632
RFP#2091

IN WITNESS WHEREOF, the parties hereto have caused this amendment to the original contract to be signed and intend to
be legally bound thereby.

//"/ 419 Presidenty

Inde endent Contractor’s Signature Date Independent Contractor’s Title
Q@( d-1550P
Slgnaturel Date Title
Signature Date Title
Signature Date Title
pZ

///L,é 2 Q’/Z/ ' APPROVED BY BOARD OF EXAMINERS

Signatyre — Board of Examiners

- Susan Brown
On: — g
2 / L / 7
Date
Approved as to form by:
On:
J o cemeeer RIAT
Deputy Att6rn€f Geﬁeral for Attorney General 4 Date
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